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What is the Service Purchase process? 

Member Submits a Service Purchase Request 
One request at a time per “type.” 

ASRS Mails Acknowledgement Letter and Any ASRS Documents Requiring Completion 
Sent within 5 business days of request. 

Member Submits All Required Documents to ASRS 
Within 90 calendar days of request. 

ASRS Mails Cost Invoice, Payment Request Form and Direct Rollover/Transfer Certification Form 
Typically sent within 15 business days of ASRS receiving all required documents. 

Member Submits Payment Request Form 

Within 30 calendar days of invoice issuance. 
Multiple payment options may be selected. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

1. You, the member, submit a service purchase request to the ASRS via web, phone, mail, or in person. 

 Only one active service purchase request at a time per type.  An active request is defined as work for a single employer, a 
single leave of absence period, or a single forfeiture from the ASRS. 

 Service that overlaps with previously purchased or earned service may not be purchased. 

 Must be actively contributing to the ASRS or receiving ASRS Long Term Disability benefits to submit a service purchase 
request. 

2. The ASRS will mail you written acknowledgement listing the required documents you must submit. 

 No acknowledgment sent if purchasing forfeited service since the ASRS has all required documents on file. 

3. You must submit all required documents within 90 calendar days of first submitting your service purchase request. 

4. The ASRS will mail your cost invoice and payment forms approximately 15 business days after receiving all documents. 

5. You must submit a completed payment form to the ASRS by the due date listed on the cost invoice. 

6. You must submit payment no later than the deadline for that payment type (discussed below). 

ROLLOVER 
 

MEMBER initiates 
the rollover. 
 
Member must submit 
within 90 calendar 
days of invoice 
issuance: 
 
1. Direct Rollover / 

Transfer 
Certification form 
 

AND 
 

2. Rollover funds 

AFTER-TAX 
CHECK 

 
Member must submit 
funds within 30 
calendar days of 
invoice issuance. 
 

OR 
 
Member must submit 
funds within 30 
calendar days of 
completion of 
rollover. 

PARTIAL LUMP 
SUM 

 
Member must be 
retiring within 6 
months of invoice 
issuance. 
 
Member’s retirement 
calculation may be 
delayed if also using 
rollover or 
Termination Pay. 
 
All other forms of 
payment must be 
applied first. 

PAYROLL 
DEDUCTION 

AUTHORIZATION 
 

ASRS mails PDA contract 
to member within 7 
business days (unless 
combined with a rollover). 
 
Member must return PDA to 
the ASRS within 30 days of 
contract date. 
 

Members who want their 
Termination Pay applied to 
the remaining PDA balance 
need to complete the PDA's 
Termination Pay Addendum. 
 

TERMINATION 
PAY 

 
Member must be 
retiring within 6 
months of invoice 
issuance. 
 
Member MUST 
submit a Termination 
Pay Authorization 
form 3 full calendar 
months prior to 
terminating. 
 
Member should 
contact the ASRS for 
a Termination Pay 
Authorization form. 
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What types of service may I purchase? 

Other Public Service / Other Public Service Non-participatory 
Service for a public employer (federal, city, county, state, public school or university).  If you participated in the public 
employer’s retirement system, you must relinquish your right to any benefit prior to receiving service credit. 

Military Service 
Active duty and active reserve duty (including National Guard) as long as you were honorably discharged or retired.  
You may only purchase a month of Reserve/National Guard service if you participated in at least one drill or assembly 
during that month.  Ready Reserves service is not eligible. 

Forfeited Service 
If you were formerly a member of the ASRS and you received a return of your contributions when you terminated your 
employment, you may reinstate (buy back) that forfeited service credit. 

Leave of Absence 
You may purchase service credit for up to one year of each approved, unpaid leave of absence taken when you 
worked for an ASRS employer, subject to the following requirements: 

 You must not have received a return of your contributions from the ASRS. 

 You must have returned to work with the same ASRS employer at the end of your leave, unless the position was 
no longer available or you were disabled and could not return to work. 

Contributions Not Withheld 
If within the last 15 years you worked 20 or more hours per week for 20 or more weeks in a fiscal year and your ASRS 
employer failed to withhold ASRS contributions, a Contributions Not Withheld error may have occurred.  If it is 
determined that contributions were not required to be withheld, then you may buy this time as Other Public Service 
Non-Participatory. 

What is the cost to purchase service? 

Other Public Service, Other Public Service Non-participatory, Military Service, Leave of Absence 
Your cost will be calculated using the Actuarial Present Value method.  You will be charged the amount of money the 
ASRS must have on hand today to pay for the benefit in the future.  Factors used in this calculation are your age, 
annual compensation, years of service, and the number of years of service you requested to purchase. 

Your annual compensation is calculated using the highest of the following: 

1. The sum of the 12 months of compensation prior to your request. 

2. The sum of the 36 months of compensation prior to your request, divided by three. 

3. The average monthly compensation used to calculate your last ASRS pension, times 12. 

4. The annualized compensation of the full pay period prior to your request.  To calculate the ASRS will take the 
five pays prior to a request, drop the high and low, average the remaining three then multiply by pays per 
year. 

5. If you have less than 12 months of service, your partial year compensation will be annualized. 

Forfeited Service 
The cost equals the total amount of your return, including any taxes withheld plus the interest the money would have 
earned if it had remained in the ASRS to the date of redeposit. 

Contributions Not Withheld 
The cost equals the contributions the ASRS would have received from you and your employer during the eligible time 
plus interest to your request date. 

Employer pays:  Employer contributions plus interest on both employer and employee contributions. 

You pay:  Employee contributions. 
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What are my payment options? 

Payroll Deductions 
You may purchase your eligible service credit through a Payroll Deduction Authorization (PDA) using pre-tax dollars 
that will not be taxed until you retire or take a refund.  You select the amount of each deduction, subject to the 
following minimums per pay period.  Payments must be at least $10 and purchase at least 0.001% years of service 
credit, and the PDA must be paid off in a maximum of 20 years. 

After-tax Payments 
Must be submitted by the due date listed on your cost invoice unless associated with a rollover/transfer payment in 
which case, the after-tax check is due 30 calendar days after the rollover payment is submitted. 

For members who joined the ASRS on or after July 1, 1999, after-tax payments are subject to the annual limits (i.e., 
highest payments allowed) on contributions to the ASRS contained in section 415(b) and (c) of the Internal Revenue 
Code of 1986.  Individual’s after-tax contribution limits vary.  If you have any questions concerning your particular 
after-tax contribution limit, please consult a qualified tax advisor. 

Note: The after-tax contribution limits do not apply to reinstatements of Forfeited Service. 

Rollovers and Trustee-to-Trustee Transfers 
You may use a trustee-to-trustee transfer or a rollover from another eligible plan or IRA to purchase service.  A Direct 
Rollover/Transfer Certification to Purchase Service Credit form for each rollover and transfer and all rollover and 
transfer funds must be submitted within 90 calendar days from the date your invoice was issued. 

It is your responsibility to ensure the ASRS receives the rollover/transfer payment timely.  The ASRS will not initiate 
the rollover for you.  The ASRS cannot accept payments in excess of the cost to purchase your service credit. 

Partial Lump Sum Rollovers – For Retiring Members Only 
Options on your retirement application allow you to choose a Partial Lump Sum (up to 36 months of pension 
payments at one time) when you first retire.  To apply this money toward a Service Purchase, you must also indicate 
on the Partial Lump Sum Retirement Distribution form that you would like to roll over some or all of the distribution for 
that purpose. 

Note:  You may roll over some or all of your Partial Lump Sum to pay for a Service Purchase provided you have an 
invoice issued within six months of your retirement date. 

Lump Sum Termination Pay Paid at Retirement 
You may use all or part of your lump sum termination pay (vacation, sick, overtime pay) to purchase new service 
credit.  To choose this irrevocable election, you must complete the Termination Payment Authorization for the 
Purchase of Service Credit form and return it to the ASRS at least three full calendar months prior to your termination 
date.  (A full calendar month equals the first through the last day of a month.) 

You may also use all or part of your lump sum termination pay to purchase the balance of a PDA if you have signed a 
PDA that includes an irrevocable agreement to use your termination pay to purchase service credit. 

Is there anything else I should know? 

Long Term Disability Limitations 
You may purchase service credit, reinstate forfeited service, and pay for a Contributions Not Withheld adjustment if 
you are on long term disability.  Please note the following limitations that may apply: 

 PDA contracts are not available to members on ASRS long term disability. 

 Increasing your service credit through a Service Purchase may decrease the time you can stay on long term 
disability.  Please contact the ASRS for more information. 


